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1. ACTION REQUESTED

ESTARLISH DISFOSITION STANDARD; DISFQSE QF PRESENT ACCUMULATIONS; 7 7

RECORD WIHLL CONTINUE TO ACCUMULATE, NO FURTHER ACCUMULATFON ANTICIPATED 7
B. Eartiest & Lalest Dates of Series 9. Exacl Scries Title 7

1068-Fresent Newa Division Flles '

10. Whal is the funclion of the office in which this record series is created

This office is responsible for the public relations of the Governor's offices. Activitiea
which facilitate this mission nre 1) prcparation of press releases and coordination of
relatlons with the news medla 2) planning and exccution of the Governor's news conferencea
3) audio recordlng and transcribing of the Covernor's news conferences and speeches.l) prepar-
ation of drafts, notes, background data and supporting materials for the Governor's speecches
5) monitoring public opinion and reaction.
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11. This me contains the following documents {include form numbers and uties, If any, and file arrangementh

SEE SEPARATE SERIES DESCRIPTION AND DISPOSITION RECOMMENDATIONS
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& I3 this the Record Copy of the series? -[ . ﬂ[‘] ?
N .-
ill. Is there a duplication of this seties In anolther office or apency? 1 [ 1

15. Is the Informatien contained in this series ever summarlzed or published? Attach copy of summary or publication, { 3 { 1]

16. Docs the srrics contain classiticd information requidring security handling? A ' . { 1] t 11/ FL
. ¢ . . 1 E

] ~ 7 -

17. Docs the series Inittate, amend or terminale apency policles and procodurey? : [ ] t:'] E
5 3

18 Céu!d the tunclion be performed if the files were lost or destroyed? [1. [ ] 5
19. 1 the -serie; {or ma_jor portion of i1} regularly microfilmed? If yes, why? [ ]'J [ ] E
20. Does the record series provide data as input to an EDP file? [.] [ ] ]
1. Does the record series contain documentation pro_duced as EDP printout? , {1 { ] E
22. Has the Fe&eral Government issued Instructions governing relention/disposition of these files? [ ] [ 3

2). Will there be a need for these records 10'. 15 years from now? If yes, what? ‘ . [ 1] [ ]

4. REQUIREMENTS. The following requires the files to be kepi ______ S . years:

o [ JSTATE b. [ JSTATUTE OF c [ JAUDIT d. [ ]'FEDERAL e. [ ] ADMINISTRATIVE . '[' J HISTORICAL
LAW LIMITATION PERICD LAW DECISION VALUE
= {Cite Law, Statule, or other reason for the retention requirement) .

5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each
-[ -] CALENDAR YEAR - -[ ] FISCAL YEAR -[ ] Other ) then:

{ ] Hold in the current files area ... mohlh(é)I,-___........;. year{s): _
[ ] Transfer to [ ] State Records Center [ } Local Ho!ding Area; hold ... year{s):
[ ] Destroy. : ' _
[ ] Transfer to State Archives for permanent retention,
[ ] Destroy immediately after cul-off.

{ ] Other: {Specify)
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Arpl.
No,

- 713-33

713-34

A.

4

I'-l*-‘_'i_‘.'_i_r_ll' I'ngagement. Filen
L'uvuny— 1971—Prescn§)

Thle f1lc reclates to
the Governer's apenking
cnsyemenla,

The zerlea consists of
a number of cateporlen of
riterinls related to the
specches made/to be made by
the Governor. 1) Suspense
fil» of information on the
Governor's future speaking
enearements ) Completed
fact cheets on nudience
leenlity for past spenking
encgements 3) Governor's
wife's sperchea W) Packets

of infermation on past
‘spoikir encapements (in-

cludes reurh notes for
sprech, related press re-
lranes, sprech transeripts,
outlines).

The arranpement for this
file varies: 1) Suspense
file is chronoloricnl;
D) Complctcd fact sheets
nr~ chronological &) Packets
of Information arc roughly
nlphnbetjcnl by subject.
NOTE: A cnrd file arranged
by tople is maintained as
i cross reference to speeches.

 Frezs Release Files (January,

177)1-Present)

This file documents the
pross releases disbursed by
the leows Division.

This file consists of
thn record copy and two
duplicntes of all press
r~1~ase5 and supporiing

pPIAPTS.
This file is arranged
chronoloprically. A quick

list of dates and release
titlea hn3 been prepared
for easy reference.

Volumn:

“1.75 1lepal Drawers 3.5 cu.ft.
Bnte of Accummintion: 1., cu.ft.
Person to Conbnacl:  fusan Cloush

Title: Asnintant to the I'rens
Decrelary

Telephone: 656-1731

Accesn:

Disposition: Cut off at the end of
ench cnlendar ycar,; hold in Carrent
Files Area until cend of term of
Governor; retire to Gtate Archives.
Cnrd File: Hold through term of
Governor in Currcent Files Aren; retire
to State Archivea. Earlier transfer
is authorized.

-
Volume:
1 Legal drawver 2 cu.ft.
Rate of Accumulation: 1 cu.ft.

Person to Contact: Beitty Ralnwater

Title: Assistant to the Press
Secretary

Telephone: 656-1T731

Access:

Disposition: Cut off at the cni of each
calendar year; hold in Current Files
Area through term of Governor; retire
to Btate Archives. Earlier transfer
is authorized.




73-3% D.

fpeecch Resenree and
Relerence Filen (1971-Preoent)

T™in fite reialen to
recource and reference materinl
and {nformation for the Govern-
or's speeches,

The file Includes n varlcty
of rcference materinls on Loplces
of concr~rn to the citizens of
Georrpin,  fubleet headinpgs in-
clude Fducation, Federnl-State

~Relations, Henlth, Hiphwnys,

Industry and Business. These
topics are often further divided
into more spceific arcas: Ex-

_amplc - llenlth (General, Drugs,

Mentnl, Fitness, etc.)
.. This series is arranged

~alphabetically by subject.

Clipping File (1968-Present)

This file documents the.
political scene in Georgla
1968-present, specifically the
clection campalipgn of 1970 and
the relations betwcen the

‘office of the Governor and the

press. It also lncludes
reference Information on prom-
inent Grorpians.

This file is in two scetlions.
1) Pre-1971 Clippings Files
include newspaper and magazine
clippinrs relating to the pol-
ical scene in Georgia. Types

. of materinls are position

statcments, endorsements, and

. general news items. This section

of the flle is arranpgced by
condidate and/or subject (alpha-
betically) and thereafter chrono-
lopically.

2) 1971-Present Clippinps Files

“provide general information on

prominent Georgians, specifically the
Governor. The file contains Xerox coples
of necws articles, some original
clippinrs, and occasional related mat-
erials. This section is arranged
alphabetically by subject with some
sub-headings for large toplcs.

Volumn:

1.5 Lepnl dravers 3 ecu.ft,
Rate of Accumnlation: neplipgible
Person to Contact: OSusnn Clourh

Title: Asgasintant to the Precoos
Geeretary

Telcphone: 656-1731

Access:

Disposition: Destroy when obsolete,
superseded or no longer necded for
reference. ' o :

- Volume:
2.5 Letter dravers b.5 cu.ft..
Rate of Accumulation: 1.5 cu.ft.

Person to Contact: Betty Rainwater

Title: Assistant to the News Secretary -
Telephone: 656-1731 '
Access:! :

Disposition: Cut off at the end of
Governor's term of office; transfer
to State Archives. Earlier transfer
is authorized. ' o

5




Appl.
No.

13-37

73-38

73-39

E.

F.

Thiz rile documrnta. the Gov=-
ernor'a apercheo nnd preco gon-
ferencen,

Thiz flle contains cassclte
type audio tapes from G0-170
minutes in length. Each tnpe
contains the Governor's comments
on onc or morec occasiona or
toplcs. These tapes arc tran-
sceribed as time nnd staff permit.

The scries is arranged chrono-
logically.

Transcript Files (1971-Present)

This file i3 crented os a
result of transcribing the
audio tapes of the Governor's
speceches, press couferences,
.comments, etc.

This file contains typed
transcripts of the Governor's
comments on various occasions
or toplcs.

The series is arranged chrono-
logically. .

Goneral Subject Files (1971-
Prﬂzént)

. , N
" Disposition: Cut off enth six months; {

Volume:

2 Letter draverns 3 cu.ft.
Rate of Aceumulntien:t .15 cu.ft.. _
Person to Contnct: Betty Ralnvater - i

Title: Aaniotant to the News Gecretary

Tclephone: 656-1731

Accoess: o
.fl
¥

Disposition: llold in Current Files Arql

until transcription it complete. .7 !
A representative sample of tapep i
(types of opeeches) shonld be taken
and sent to Archives for permanent /
retention. A selection of the )
Governor's best specech tapes should 7
alzo be sent to Archives for per-
monent retention. Tape samples and .~
selections should be mnde continuously
so that tapes not selected may be
reused after transcription is complete

Yolume:

Rate of Accumulation:
.Person to Contact:
Title: O
Telephone: ’
Access:

transfer to State Archives. Agency
is authorized to keep copies in ° 1
Current Files Area for reference.

At end of term of Governor, reference.
copies may be destroyed. .




Arpl.
No. Thisz flle includen but {5 not 7/

limited to: 1) Refercnee liats/
indrxes to press releases and
clippines D) Coples of Fxecutlve
Orders 1) Plopraphica of Governor
b) Riographica of hia major appoint-
cerz 5) Comminslon reporis 6) TPhoto-
graphs of the Governor 7) News Con-
fcrence Transcripts 8) Sclected
Spreeches 9) Preas Scerctary's
Correzpondence{Including informal

" notes to and from the Governor)
10) Specific Subject Current Working
Papers and Correspondence.

This file is arrangcd alphabetlically

by sudject.

73-40 H. _ Froclamition Files (1968-Present )
This file is used to document the
Aaewded proclamations made by the Governor
l/ 4 during his term of office.
\ /75' This file includes the record
' copy {not Lhe oripinal) of each
proclamation. The original copy
rocs to concerned rroup and a tissue
or Xcrox copy is retained for the
files. The original copies of
Proclamations of Holidays are kept
vith the Executive Minutes Working
Papers in the Legal Division offices.
The scries is arranged chroneo-
logically. A card index arranged
alphabetically by subject/occasion

is maintained as a quick finding aid.

Access:

Disposition: Cut off at end of term
of Governor; retire to Gtate Archives.
Earller transfer is authorized.

Volume:

.5 Legal drawvers 1 cu.ft.
Rate of Accumwlation: .5 cu.ft.
Person to Contact: Susan Clouch
Title: Assistant to Press Sccretary
Telephone: 656-1731
Access:

Disposition: Cut off each six months;
transfer to State Archives. Agency
is authorized to keep copies in

- Current Files Area for recfcerence.
At the end of term of Governor, '
reference coples may be destroyed.

- Card File: Cut off at end of term
of Governor; reiire to State Archives.




